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Function

Assist in preparing the proceedings of all state council meetings, takes minutes, and maintains the records.

Responsible To:

The State Council Director

Responsibilities

1. Initiates contact with and provide on-going support for counterparts in the professional Chapters throughout the state.
2. Serves as a voting member of the State Council and participates in all meetings of the Council. 

3. Assists in preparing and distributing meeting announcements and a draft agenda; prepares follow-up material, ensures records accurately reflect business matters and prepares reports associated with Council meetings and activities.

4. Prepares minutes of Council meetings and ensures appropriate distribution including copies to other council members and the SHRM Regional Team.

5. Recommends new policies and procedures to increase organizational effectiveness.

6. Performs other duties as assigned by the state director.

Requirements

1. Must be a SHRM member in good standing. HRCI certification highly desirable.

2. Nominated by the state council director and elected by the governing body of the state council.

3. Serves a one-year term beginning the first day of January and ending the last day of December.  May be re-elected for one additional one-year term.

State Council Achievement Plan (updated annually)

· Submitted copy of current council bylaws to SHRM, which states date of last update and date of last review, if different (REQUIRED of all councils). Model bylaws are available at  www.shrm.org/chapters/resources/scbylaws.asp.

· Provided the SHRM regional team with up-to-date copies of the state council roster throughout the year.

· Published and distributed a state council roster to all council members.
· Developed or maintained position descriptions for council leaders (models available at


www.shrm.org/chapters/resources/SCJobDescriptions.doc).

· Early in the year, published an annual calendar of events/schedule of meetings to enhance communication and


engagement of council members, and to help them plan their work schedules in advance.

· Distributed state council minutes to all state council members (can be electronic).
· Included an opportunity for SHRM staff to provide an update on the agenda of each state council meeting (electronic reports included).
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